
SEARCH FOR EMPLOYEE NAME
Select Update Templates from the side panel as shown below



The list of employees appears alphabetically.



Click on any employee and a FILTER appears on the left.  Type in the name of the employee in ALL CAPS that you are 
searching for and click on FILTER.



For example, if you typed in SMITH as the last name, all employees with the last name of SMITH and a template would 
show on the list below.  



The employee or multiple employees with the same last name then appear.  You need to click on the employee name 
and their template information will appear below.  You may then select the template to make changes.



You will need to type in the Employee number and then hit Inquire and then Next at the top of the screen.  The template 
will then appear and is ready for editing.  Don’t forget to hit Add or Change after making edits or they will not be saved!!!


